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this IDEA from Remington Rand 


makes typing easier... boosts efficiency and output 





Remington Rand’s exclusive Line-a-time copyholder holds 
the whole page — letter, booklet, or whatever the source 
may be — where you can see it without moving your head, 
right in front of your eyes. When you use this copyholder 
you eliminate the eyestrain, backaches and accelerated 
fatigue that result from typing copy placed at the side of 
a typewriter. Time and motion studies have shown that 
the use of Line-a-time makes typing so much easier for 
you, saves time and reduces transcribing errors. With 
Line-a-time, you know where you’re going because 
you can see where you are. 

Among the many built-in features of Line-a-time 
is the Trans-vue Line Guide. This not only under- 


PROFIT BUILDING IDEAS FOR BUSINESS / 


scores the line currently being copied but also lets you “see 
ahead” several additional lines — gives advance warning 
of page end or changes pencilled in. Lifting the copy onc 
line at a time is accomplished at the mere touch of a 
finger, similar to tapping the space bar on a typewriter. 

Line-a-time is only one profit-building idea that your 
Remington Rand representative can demonstrate in your 
office with your work and to your advantage. He has other 
ideas that may help you do your work more easily, in less 
time and with less effort — ideas that employ the 
latest in typing methods, filing systems, visual 
records. He is on call at your nearest Remington 
Rand Business Equipment Center. 







Further information on how to increase your typing 
efficiency with Line-a-time is available to you upon 
request. Ask for RSL 257, Management Controls 
Reference Library, Room 2912, 315 Fourth Ave., 
New York 10, New York. 
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With the heat of the summer upon us in 
full force, most office secretaries are spending 
at least a few-dreamy moments of anticipa- 
tion about their vacations. Even though we 
can’t all scurry to the shore for those two 
weeks of complete relaxation, it’s sometimes 
nice to know that others are enjoying them- 
selves there. 

Members who will be wending their way 
to Seattle for those four days of convention 
festivities will have the thrill of a lifetime 
seeing the beautiful scenery of the Northwest. 


Those unable to make it this year because 
of the distance can start planning a ’54 jaunt 
to New York City, the site of next year’s 
annual convention. 
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ERASAGUARD 
The TYPISTS Pal 


With it you can Remove All Trace of Errors. Saves 
enough printed matter and TIME to pay for itself in 
ONE DAY. Many letters confirm that Erasaguard is 
indispensable for Efficiency. One Secretary writes, “I 
used an Erasaguard for several months in an office 
where I was formerly employed and now I find it dif- 
ficult to get along efficiently without one. I would like 
to purchase one or two. Is there a dealer in this terri- 
tory?” 


SHE DOES MAKE MISTAKES 








But she says ““The Erasaguard makes 


erasures so easy that 
IT’S MY REAL PAL” 





ERASAGUARDS ARE PATENTED and Sold only 
by Kee Lox Mfg. Co. 

Have an ERASAGUARD for yourself, 35 cents each, 
$4.20 a doz. Enclose stamps, money order or check, 
please, as it is too expensive to bill small orders. Send 
Today. Thanks. 





KEE LOX MFG. CO., ROCHESTER 1, N. Y. 
Send dozen Erasaguards Pical) Elite QD] 


To 
Address 
City 
Signed 
Title 
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Plans for the 
1953 Examination 


by DR. ESTELLE POPHAM, Dean, 
Institute for Certifying Secretaries 


No doubt, many of you have gone into seclusion to study 
for the CPS examinations on October 16-17. We have been 
very much encouraged by the number of applications re- 
ceived for the 1953 examination. These applications have 
all been filed and are being processed. As soon as possible 
after the June 15 deadline, Dr. Albert C. Fries, chairman 
of the Committee on Examination Centers will designate 
the location of the colleges and universities which have 
been chosen to administer the tests. 


Management Brochure. In the thought that CPS must 
have employer acceptance before it can be completely suc- 
cessful, the Institute last December arranged forthe de- 
velopment of a brochure designed to explain CPS to top 
management. Through the co-operation of one of the busi- 
ness representatives on the Institute, S. L. Hooper, the re- 
sources of the sales promotion department of Remington- 
Rand, Inc., were placed at our disposal for the preparation 
of a three-color six-page piece which tells our story. We 
hope that you, too, will like it. Copies are available from 
the National Office of NSA in Kansas City. 


CPS Breakfast at the National Convention. We feel that 
CPS holders should receive recognition whenever possible. 
Through the co-operative efforts of Minetta Miller, Gladys 
Jurchak, and Gladys Bauer, a breakfast has been arranged 
during the Seattle convention. In addition to the holders of 
CPS certificates, guests included members of the Institute 
for Certifying Secretaries. Wonderful time—wonderful 
girls. 





Margaret J. Miller, CPS, is crowned by Mrs. Pauline F. Miller, 
state president of Pennsylvania, while the past president, 
Augusta V. Hurst, presents her with her CPS certificate. Mrs. 
Grace McKeever looks on, at this Harrisburg Chapter affair. 
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Mrs. PAULINE F. MILLER 
32 North 2nd Street 
Harrisburg, Pennsylvania 


Wampanoag Country Club was the 
setting for CHARTER OAK CHAPTER 
(Hartford, Conn.) Boss Night April 28. 
Mrs. Vera Green was the speaker. 

* * * 


KIKATHAWENUND CHAPTER (An- 
derson, Ind.) is proud to announce the 
organization of a new chapter at Mar- 
ion, Indiana. 

* * * 


BELLE LETTRES CHAPTER (Elkhart, 
Ind.) hostessed the first state meeting 
of Indiana Chapters at Elkhart. The 
1954 Indiana State Meeting will be held 
at Indianapolis sometime in April. 

* * * 


The Illinois-Wisconsin State Meeting 
was held at Bloomington, Illinois, with 
104 members attending from four Wis- 
consin chapters and nine Illinois chap- 
ters. Clare H. Jennings, LAKE SHORE 
CHAPTER, Chicago, Illinois is state pres- 
ident; Dorothy Lewis, SHORELAND 
CHAPTER, Waukegan, vice president; 
Mary Hessling, MARQUETTE CHAPTER, 
Peoria, recording secretary; Pauline Bird, 
COLLEGE CHAPTER, Jacksonville, treas- 
urer. The new Wisconsin state officers 
are Evelyn Oelhafen, president; Eleanor 
Riggle, secretary; and Mrs. Eileen Kram- 
er, treasurer. Joint installation followed 
the election, with Illinois installing the 
Wisconsin officers, and Wisconsin in- 
stalling the Illinois slate. Alton, Illinois, 
will be the site of the 1954 State Meet- 
ing. 


* * * 


AMANUENSES CHAPTER (Evanston, 
Ill.) entertained at a dinner-party re- 
cently in honor of Gladys Holm, Mrs. 
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news from the four corners of N. S. A. 


Vera French Hart, and Ruth O'Malley, 
all of whom marked their 25th year as 
secretaries to their respective bosses. 
Miss Holm is secretary to Foster G. Mc- 
Gaw, president of the American Hospi- 
tal Supply Corporation; Mrs. Hart is 
secretary to Palmer Jones, manager of 
the Orrington Hotel; and Miss O'Malley 
is secretary to Dr. John O. Moseley, ex- 
ecutive secretary of Sigma Alpha Epsi- 
lon fraternity. 
* * * 


William Turner, Placement Director, 
of American International College, spoke 
on “Women in Business” at the SPRING- 
FIELD CHAPTER (Springfield, Mass.) 
regular monthly meeting on Secretaries 
Day ar the Hotel Sheraton. Three 
achievement awards were presented by 
the Education Chairman, Mary Thomp- 
son, to students from the following high 
schools: Chicopee, Ludlow, and Palmer. 

* * * 


At the May meeting of BEACON HILL 
CHAPTER (Boston, Mass.) Alice Holm- 
berg, newly elected Massachusetts State 
President, was presented with an orchid 
by the members. 

In spite of cold, rain, and hail, Ways 
and Means Committee netted $135 from 
the chapter's first rummage sale. 


* * * 


The HURON VALLEY CHAPTER (Ann 
Arbor, Mich.) assumed responsibility 
for making arrangements for the Third 
Annual Conference for Michigan mem- 
bers of the National Secretaries Associa- 
tion, sponsored by the School of Busi- 
ness Administration of the University 
of Michigan at Ann Arbor on the 20th 
and 21st of June. 


* * * 


DETROIT TRANSCRIPT CHAPTER (De- 
troit, Mich.) members and their escorts 
were recent guests of Television Studio 
WWJ-TV during the Arthur Murray 
program. An opportunity was given to 
publicize National Secretaries Week and 


national news 





exploit the activities of the National 
Secretaries Association by having Presi- 
dent Edna Brown interviewed. Detroit's 
Secretary of the Year, Anne Bucciero, 
was introduced also to the television 
audience along with the officers of the 
chapter. 










































On May 22nd Lois Anne Dryer, Pres- 
ident of the BUFFALO CHAPTER (Buf- 
falo, N. Y.) was the honored guest as 
Secretary of the Year at a tea given by 
Lady Makins, wife of Britain’s new am- 
bassador to the United States, Sir Roger 


LOCKPORT CHAPTER (Lockport, New 
York) Boss Night. Left to right: Marie 
Newman, president, and her boss, J. Carl 
Fogle; Mrs. Lilyan Miller, N.E. vice presi- 
dent; Mrs. Joan Vance, vice president, and 
her boss, A. A. Nodine. 





ree, 













Marion Elmore receives the gavel from 
retiring president, Ethel Harris of the 
Scranton Chapter. Others, from left to 
right, are Alice I. Jones. Mrs. Mary Brad- 
ley, Anna Jean Howley, and Margaret 
Klatt. 









national news news from the four corners of NSA 








At the Copper City CHAPTER (Rome, 
New York) membership tea are, seated, 
Dorthy M. Scott. Standing, from left to 
right, Joyce Hall, Ruth L. Grogan, Mrs. 
Ernestine Bogan; Joann Mitchell, and Mrs. 
Susan O’Brien. 

 & a 


Makins, at the British Embassy in Wash- 
ington, D. C. Lois also had the pleasure 
of meeting Jeanette Janvrin, Britain's 





“ma-co” 


THE MAGNETIC COPYHOLDER 





Following is part of a letter from a N.S.A. 
secretary (name on request) who used the 
Marvelous Ma-Co Copyholder for the first 
time—“I am now the proud user of the 
Ma-Co Magnetic Copyholder and the envy 
of the other girls. It was the answer to our 
prayers.” 

The Ma-Co Liner, sensational new copy- 
holder, speeds copying and transcription time 
—makes filing a breeze—whisks away “‘copy- 
ing lag:’ See your stationer now, or write: 


THE PETTERSEN MFG. CO. 
629 Milpas Street, Santa Barbara, Calif. 


In Canada: Carbon Paper Serv. Bur. 
177 King St., W. Toronto 
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perfect secretary, who arrived in New 
York recently for a tour of the U. S. 


* * * 


Being continually active just seems 
natural for the Sy RAC USE CHAPTER 
(Syracuse, N. Y.). In a few weeks time 
the Chapter sponsored a Theatre Party; 
held a Bake Sale; and then put on the 
best Country Fair Syracuse ever saw. 
Scholarship fund will benefit. The an- 
nual Scholarship Award was presented 
to Caroline Sager, who attends a local 
high school and is the Valedictorian of 
the June graduating class. 

* * * 


SCHENECTADY CHAPTER (Schenec- 
tady, N. Y.) elected Sophia Kozil as its 
new president. 

* * * 


MASSILLON CHAPTER (Massillon, 
Ohio) reports a busy schedule during 
NATIONAL SECRETARIES WEEK. 

* * * 


Through the thoughtfulness and gen- 
erosity of C. D. Tranter, Manager of 
Middletown Division, Armco Steel 
Corporation and “boss” of Dorothy Ho- 
naker, twenty-two members of the MID- 
DLETOWN CHAPTER (Middletown, 
Ohio) recently enjoyed dinner and a 
tour through the steel mill. 

* * * 


LORAIN CHAPTER (Lorain, Ohio) re- 
ports having made first scholarship 
award for junior secretarial course at 
Oberlin School of Commerce. 

* * * 


Ruth Becker of the PRESQUE ISLE 
CHAPTER (Erie, Pa.) attended corona- 
tion of Queen Elizabeth, and also visited 
France, Germany, Switzerland, and Bel- 
gium during her trip abroad. 

Window displays, two radio programs, 
a television show, newspaper publicity, 
an open house, and an identification tag 
for each member of PRESQUE ISLE 
CHAPTER were methods used to cele- 
brate NATIONAL SECRETARIES WEEK. 
The chapter will hold a style show in 
the early fall. 


* * * 


PHILADELPHIA CHAPTER (Philadel- 
phia, Pa.) set up an educational revolv- 


Katheryne Sabo, president of the DuNE- 
LAND CHAPTER (Gary, Indiana), presents 
“boss of the year” plaque to Ken McNair, 
as his secretary, Marillyn Karsner, looks 
on at the chapter’s fifth annual Boss Night 
dinner. 





ing fund of one hundred dollars to be 
used to supplement further educational 
plans of a high school graduate inter- 
ested in a secretarial career. 

The highlight of the PITTSBURGH 
CHAPTER (Pittsburgh, Pa.) busy sched- 
ule for National Secretaries Week was 
the televised luncheon held in the Du- 
quesne Club, honoring executives’ wives. 
Members appeared as guests on TV and 
radio interviews, on the “Guest to 
Ghost” panel, and newspapers published 
special stories throughout the week, in- 
cluding a full page story featuring three 
members in the Sunday paper. 


* * * 


SOUTHWESTERN DISTRICT 


Jo MAES KNOERR 
2025 Rutgers Avenue 
Long Beach 4, California 


Three words we should keep in mind 
at all times are Faith, Hope, and Char- 
ity. The GIRARDOT CHAPTER (Cape 
Girardeau, Mo.) does so in the follow- 
ing manner: foregoing their regular dig- 
nity as NSAers they are competing un- 
der the title of “Kalamity Kates” in a 
clowning and unrehearsed game of Soft 
Ball against the B&PW Club, bearing 
the name of “Bouncing Belles.” The 
funds raised from this project will be 
used to assist the Junior Chamber of 
Commerce to send their local Commun- 
ity Ambassador to the “Experiment in 
International Living” being he!d in Eu- 
rope this summer. Four of the GIRAR- 
DOT CHAPTER members are attending 
the State Convention in Jefferson City, 
Missouri, in the hope of further cement- 
ing relationship with their sister-state 

(continued on page 13) 
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A SERIES OF ARTICLES 
(PART THREE) 


Can teoml) Ori ammestint 


[— ALVA EDISON didn’t realize 
what he was starting that blistering 
August day in 1877, when he spoke the 
first words into his favorite invention— 
the phonograph. The Wizard knew he 
wanted this invention to be used for let- 
ter-writing and other business purposes. 
But it was impossible then for him to 
forsee the wide-spread use that the re- 
sulting dictating machine would achieve 
within the next three-quarters of a cen- 
tury. 

Manufacturers, however, soon realized 
what a boon this revolutionary new way 
of handling correspondence would be to 
secretaries. In this article we'll tell you 
about three of these companies: first, 
the firm which was started by Edison 
and bears his name; second, the Gray 
Manufacturing Company; and finally, 
the SoundScriber Corporation. The dic- 
tating machines made by these three 
sound recording industries have one 
thing in common—they use discs to cap- 
ture the spoken word, miraculous discs 
compared to that first hand-turned cyl- 
inder Edison used. 

Beginning of Edison 

In 1887, ten years after he first 
astounded an incredulous world, Edison 
perfected a wax cylinder phonograph, 
operated by a battery, which became the 
first Edison business phonograph. 

His hope that the machine would be 
used for letter-writing was somewhat 
crushed during those early years. While 
the 1888 model was an improvement, 
its entry into the business office pro- 
duced sad results because few buildings 
had 110 volt current available. The 
bulky batteries that were used to operate 
the machines leaked acid and sometimes 
even exploded. Distrusting secretaries, 
fearing the contraptions would cause 
cuts in their salaries, resisted the new- 
fangled machines with nary a nod in 
their direction. 

About 1905 a vastly improved, al- 


though still elementary, Edison business 
phonograph was placed on the market. 
The success of this model was due large- 
ly to increased availability of 110 volt cur- 
rent and further instrument refinements. 

That 1905 number was based on the 
acoustic principle of recording and re- 
production. Actually, up until World 
War II, instrument dictation was almost 
exclusively acoustic. In the years be- 
tween 1887 and 1941, Edison brought 
out many models of the acoustic cylinder 
type. These new models introduced 
scores of features which served to popu- 
larize machines by making both dictat- 
ing and transcribing functions easier. To 
name a few, Edison added the back- 
spacer in 1903; foot control in 1905; 
electric hand control for attaching to 
your typewriter, 1925; safety signals, 
1927; modern indexing, 1937. 

A major innovation in the dictating 
field came just before the second World 
War with the entrance of electronics, 
which, of course, erased some of the im- 
perfections in the clarity of recording. 
Edison’s original concept of electrical 
recording, discovered during his early 
experiments with the telephone, now 
was made practical by the development 
of vacuum tube amplification. 


Later Developments 

As early as 1914, the Edison Labora- 
tories had developed a product known 
as the Telescribe which was an electrical 
recording device. But it was not until 
the 1920s that careful researching of 
electrical recording began. As a result, 
the Telediphone was produced in 1933. 
This instrument was designed for spe- 
cial applications—recording speeches 
and conversations—other than business 
dictation. The research on the Teledi- 
phone provided the technical and en- 
gineering experience for the design of 
the Edison Electronic Voicewriter. A 
successful electronic model for the 
(continued on next page) 
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(continued from previous page) 


straight business dictation, the Edison 
Director, made its bow in 1941. 
Edison’s 1948 model made another 
noteworthy break away from the past. 
It featured a disc rather than a cylinder 
as the recording medium. A large, heavy 
duty instrument, the Disc Edison Voice- 
writer still is one of the three popular 
models in the company’s present line. 
Two newer concepts in instrument sys- 
tems have been developed since then. 
1950 saw the entry of Edison Tele- 
voice, a network system of two basic 
units: the Televoice station, a complete 
electronic dictating instrument, and the 





A typical Televoice center consists of an 
Edison TeleVoicewriter, a Disc Edison Sec- 
tarial Voicewriter and Televoice disc file 
for both recorded and unrecorded discs. 


Edison Televoicewriter, a central re- 
corder located at the transcribing secre- 
tary’s desk. Start, stop and playback as 
well as length and correction indications 
are accomplished by remote control. Two 
buttons do everything. An analysis of 
the work load and the flow of dictation 
in each office determines the number 
and types of stations, the number of 
Televoicewriter recorders and the cir- 
cuits required. Letters are typed as they 
are dictated and returned for signature 
within the hour. 

The transcribing secretary's work is 
always well organized because it flows 
to her at an even pace. At any instant 
she knows exactly where she stands in 
relation to her transcription, for there 
are no peak loads of work. Televoice is 
simple and inexpensive to install because 
only four wires (two twisted pairs of 
telephone type wire in one cable) con- 
nect a TeleVoice station to the Tele- 
Voicewriter recorder. This system has 
certain clear-cut advantages in ease of 
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use, speed of service, and reduction of 
costs. 


The ultra-modern design in dictating 
instruments is exemplified in the twelve 
pound V.P. Edison Voicewriter, an in- 
strument engineered to take tough daily 
use and so compactly constructed that it 
may be carried in a brief case or tucked 
under the arm. This machine’s many 
features include a microphone which 
also serves as a speaker, Vinylite “dia- 
mond discs” which have a 30-minute 
dictation capacity, automatic voice con- 
trol which equalizes strong and soft 
voices, a “4-in-1” control knob, so you 





Edison’s VP Voicewriter is small enough 
to be tucked under the arm. Discs have 
30 minute dictation time. 


can shift from recording position, to 
instant recall (playing back the last sen- 
tence or two), to complete playback, to 
audio scanning of the entire recorded 
surface. The 1953 model operates on 
only 25 watts of Alternating Current, 
or, with a converter, in an automobile 
or plane, and doubles as a transcribing 
as well as a dictating instrument. 

Today one recording medium and one 
transcribing instrument can be used in- 
terchangeably with the three last-men- 
tioned models in Edison’s complete line 
of dictating equipment. 


Gray Makes Bow 


The history of the Gray Audograph 
Electronic Soundwriter is a short one, as 
it was first introduced commercially in 
late 1946. The Audograph is a product 
of The Gray Manufacturing Company, 
a Hartford, Connecticut organization 
specializing in the field of electronic 
communication devices. 

The history of Gray itself goes back 





to 1888, when it was founded as The 
Gray Telephone Pay Station Company 
to produce the telephone pay station 
developed by William Gray. The com- 
pany later used this telephone communi- 
cations background in perfecting its 
sound-writing equipment. 

During World War II, the company 
won three Army-Navy “E” awards for 
its production record. Among the prod- 
ucts developed for the armed services 
was what turned out to be the prototype 
of the Gray Audograph. It was a spe- 
cialized recording device incorporating 
some of the features of today’s office 
dictating machine. When the war ended, 
Gray executives and engineers felt that 
the Audograph had commercial possibil- 
ities. The rest is history. 

Gray Audographs come in a number 
of different models: The Master is a 
combination dictation-transcribing ma- 
chine, completely equipped to serve both 
the executive and the secretary, with 
connections for the secretary's electronic 
stop-start and back space controls (either 
foot pedal or typewriter bar type). The 
Executive dictation model is a single 
purpose dictation machine. 


Simple Operation 

To operate the Audograph, the exec- 
utive has three simple controls, two 
knobs on the face of his instrument and 
a single lever. One knob is the combina- 
tion on-off and volume control. A turn 
of the second knob draws the plastic 
disc, on which dictation is recorded, be- 
neath the recording stylus, and turned 
the other way, withdraws it. The lever, 
centered in a “neutral” position, readies 
the instrument for recording when 
moved to the left and for playback when 
moved to the “listen” position at the 
right. 

The vinylite plastic discs, paper-thin 
but unbreakable, are slipped over the 
spindle about which they revolve. The 


A master model Gray Audograph Elec- 
tronic Soundwriter is also usable as a 
transcribing machine. This model has a 
built-in loudspeaker for playback. 
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paper index strip, designed on the 
punch-card principle used in electronic 
tabulating machines, is inserted in the 
plexiglass guide, automatically engaging 
in a device which moves it from right 
to left as the disc moves in dictation. 
To indicate end of letters, the dictator 
touches the “end” key, perforating the 
strip at that point. Corrections or infor- 
mation for the typist are indicated by 
touching the “correction” key, pushing 
another small hole in the index strip at 
that point. When the strip is inserted 
into the Secretarial Audograph, these 
perforations stand out as bright points 
of light. Green spots of light tell the 
transcriptionist how long letters are, so 
she knows how wide her margins should 
be and where to start her letter. 


The Secretarial Audograph is a carbon 
copy of the dictator's machine, except 
that, because it does not record dictation, 
it has no “record” position and no keys 
for perforating the index strip. Dis- 
tinguishing Secretarial models are tone 
controls and an aperature for the tran- 
scriptionist’s listening device. 

To transcribe, the secretary slips on 
her listening device (seven different 
models are available), “dials” the disc 
into position under the playback stylus, 
moves the lever at upper right of the 
machine from “neutral” to “listen” po- 
sition and she is ready to go. Stop-start 
switches may be had either in two styles, 
mounted on the typewriter bar for oper- 
ation by pressure of a thumb or flat on 
the floor for foot control. Beside the 
stop-start control is the “repeat” control. 
A touch by finger or foot automatically 
causes the disc to move back a sentence 
or two. Repeated touches on the control 
repeat additional sentences. There is no 
limit to the number of times a portion 
of the disc may be replayed without in- 
juring the disc. 


Something New 


Newest addition to the Gray product 
family is the Gray PhonAudograph sys- 
tem of telephone dictation. It was de- 
veloped as an economical system of tele- 
phone dictation providing users with 
the same control over operation of the 
recording unit as they have when a 
complete Audograph is on their desks. 
The PhonAudograph provides dictation 
facilities to a number of users by tying 
in one recording unit with a number 
of dictation telephones, or “stations.” To 
dictate, a user, who may be hundreds of 
feet distant from the recording machine, 
merely picks up his “telephone” and 
talks. Four push buttons on the base of 
the handset give him control over play- 
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back (which. is unlimited and may be 
repeated as often as desired) marking 
of corrections, and of letters, giving 
special instructions to the transcribing 
secretary, plus a special private tele- 
phone line to the secretary who super- 
vises the operation of the recording unit. 
All the secretary has to do is listen for 
a warning buzzer and to glance at the 


Secretary busily transcribes from a Gray 
Audograph Secretarial machine while 


PhonAudograph unit beside her operates 
in response to signals from users who may 
be hundreds of feet away. 





unit occasionally to make sure it is oper- 
ating properly. Gray engineers believe 
telephone dictation is the most promis- 
ing dictation development in years. 
Should she forget to turn off the ma- 
chine at the end of the day, it does no 
harm. They can be left on indefinitely: 
A special built-in cooling fan removes 
the slight heat developed in operation. 


SoundScriber Enters Scene 

The SoundScriber, our next dictating 
machine, was a possibility as early as 
1932; however, is wasn't placed on the 
market until eight years later. In 1932 
embossed microgroove recording on a 
flat disc, which used the latest electronic 
principles, was a working reality, and 
it was exciting engineers with its pros- 
pects. 

Then in April, 1940, with the design 
for a dictating machine developed and 
the overall dimensions compressed to 
desk-size, the Soundscriber Corporation 
began to manufacture its new concep- 
tion of dictating equipment. A plastic 
disc replaced the wax cylinder as a re- 

(continued on page 11) 
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by HOWARD P. REUTER, Attorney at Law, 
Member of the Allegheny County Bar Association 
Pittsburgh, Pennsylvania 


for the secretary 


As mentioned in last month’s column, the subject for 
our present consideration is CORPORATIONS. 

Also as mentioned in last month's column, we planned 
to reprint a juvenile novelette—something you can read to 
your “neffoos” and nieces. 

The novelette will serve two purposes: 

1. You can put said relatives to sleep. (Which makes 

the column worthwhile right there! ) 
2. You'll learn something yourself. 


Here 'tis. 


+: what’s a dividend?” 

The smooth little forehead, about waist high at my side, 
wrinkled softly. 

We had walked, my 10- 
year-old daughter and I, down 
to our highway mail box, this 
warm Saturday morning. She 
had hopped and jiggled, skuff- 
ing ahead through the leaves 
along the roadside, then wait- 
ing impatiently for me to 
catch up. Now she walked 
carefully, hand in mine, ex- 
pecting an answer that would 
explain the envelope I had just 
slipped into my coat pocket. 

“Well, honey,” I hesitated 

. . explaining this in 10-year-old language was a problem. 

“Let's look at it this way,” I began again, “to understand 
the word ‘dividend’ you have to start to spell it out first. 
S'pose you can?” 

“D-I-V-I-D-E—” 

“What's that spell?” 

“Oh, Daddy, that’s easy! Divide.” 

“And that’s right. That’s what a dividend is, actually. A 
division of the money that a corporation makes. This divi- 
dend I just got is my share of the money made by a min- 
ing company called Partly Mine Corporation. 

“Oh!” A few steps in silence then, “What's a corpora- 
tion, Daddy?” 

“Maybe if I tell you a little story about corporations and 
dividends, you'll be able to understand both words. How 


about it?” 





Eight 


“All right.” 


Now we were approaching the familiar realm of story- 
telling, that delightful land in which a child can accept and 
believe all things, and at that moment I was grateful for 
my many nights of practice in fabricating bed-time tales. 


“A long, long time ago,” I began conventionally, “before 
you or I were born, there lived a man named Peter John- 
son. Peter was a blacksmith. You know what a blacksmith 
is, honey? Well, Peter was a very good one, and everybody 
in his town and all the people from miles around came to 
him to have shoes put on their horses, to have broken 
wheels on their wagons repaired, or to have tools made. 
Peter's friends would tell you he could do almost anything 
with a piece of iron. 


“But even though Peter worked as hard as he could from 
early in the morning until the sun went down at night, he 
just couldn’t take care of all the people who came to his 
shop. 

“One day a friend stopped to visit Peter, and he said, 
‘Peter Johnson, what you need is some help! Why don’t 
you hire a couple of men to give you a hand?’ 


“Now Peter thought about this a few days and decided 
his friend was right. So he asked two blacksmiths from 
near-by towns to join him. 


“The three of them worked well together and every day 
more and more people came. Peter prospered, but still he 
had more business than he could handle. ‘If I just had a 
little extra money, I could hire other men to help me and 
maybe I could afford to keep more material on hand and 
build a bigger place to take care of all this work. I might 
even have Harry Byler, our local sign painter, make me a 
few posters. I could nail them on trees and buildings around 
the countryside; even more people would come, and by 
then I could take care of all of them.’ 


“Now as you can see, Peter wasn’t only a clever black- 
smith; he also had a good head, what people today would 
call a shrewd business head. He wanted to borrow money. 
His problem was to convince people that if they lent him 
money, they would have a chance to make more money, 
that is it would be a good ‘investment’. But it seemed to 
Peter that he had to promise more than merely paying back 
the exact amount they gave him. Anybody could do that. 


“The blacksmith decided to offer them a little more. He 
knew that his business was a good one; it could grow bigger 
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and be even better. He would offer people a real prize—a 
share in the money he made. Every person who supplied 
money would become a part-owner in his blacksmith shop. 
After all the bills had been paid, the money left over would 
be distributed among these lenders or investors, according 
to how much money each one had put in. 


“Peter decided he would divide the business into 100 
equal parts or shares, and sell 100 shares in his blacksmith 
shop. When anyone gave him money, he would give them 
a receipt. This receipt came to be known as a share of stock. 
Today we have fancy certificates, like the Defense Bonds 
your mother and I bought for you. 


“Now when Peter wrote out a certificate, he showed how 
many shares the lender or investor had bought and the 
total amount of money the lender invested. For example, 
one of Peter's friends, Lawyer Brown, bought 10 shares at 
$1.00 a share for a total of $10.00. That meant he owned 
one-tenth of Peter's business. 


“This certificate also told Lawyer Brown that if, for some 
reason, Peter’s business failed, then Lawyer Brown would 
lose only the $10.00 he had put in and he wouldn't be held 
responsible for paying any of Peter's bills. 


“Lawyer Brown is only liable for the $10.00, so today we 
say that people who own part of a corporation have a 
‘limited liability.’ If anything happens to the corporation, 
they only lose what they put in. 


“There were other townspeople who bought stock in the 
blacksmith shop. Reverend Jenkins, the local clergyman, 
did; so did Ed Wilson, the miller; and William Hawkins, 
the postman; and Emil Anderson, a clerk in the dry goods 
store. At the end of six months Peter paid his bills and 
took care of all his expenses. Then he divided the money 
that was left among all the people who had given him 
money, in proportion to how much they had given him. 
This payment was called a dividend.” 


“Daddy,” my fascinated, blue-eyed listener interrupted, 
“what if something happened to Peter; what if he died? 
Who would give the dividends?” 


“Well, sweetie, when you have a partnership in business, 
like Uncle Bill and Mr. Wilson have, the partnership breaks 
up if one of them dies. But in a corporation, which is what 
Peter was starting, the business goes on anyhow. A corpor- 
ation has immortality; you remember that’s the word you 
asked me about in church last week. That means the corp- 
oration is permanent and can go on and on and on. Some- 
times, stock owners write a paper called a “Will.” in the 
“Will” they say, “When I die I want my stock to be given 
to my sons or daughters.” You know, like Grandmother 
left her house to Aunt Margaret. Well, Grandmother 
could've given her stocks to Aunt Margaret, too. Sometimes 
a stock holder sells his stock to another person. Then that 
person owns his share in the business and receives the divi- 
dends. 

“At first these people who invested money in corpora- 
tions were called stock holders, then share holders. Today 
we're sometimes called share owners, which means just 
that ... we share in owning a business. 


“Of course, corporations today are a lot larger than Peter's 
blacksmith shop. And more powerful, too. They build roads, 
like that new highway over near Bakersville, they pay taxes, 
they do a lot of work in science, and hundreds of important 

(continued on page 10) 
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Simple Supper | LAW 


perfect for Summer. | for the secretar y 


(continued from page 9) 


Often on these lazy, warm summer days the family wel- |. 
comes a simple soup and sandwich supper. jobs that one person could never do by himself. Corpora- 
| tions have money to do these things because many men like 
Perhaps the man in your house will take over the kitch- Daddy all over the United States buy stock or shares in the 
en and make the hearty sandwiches a man likes to make— companies; we furnish the capital, the money, and in return 
sandwiches, for instance, like these Cheese and Corned Beef we get more money back in the form of dividends. 


Deckers. Together with a good soup, they make a complete The blue eyes in the heart-shaped face looked somber. 
“What if there are bad men in the corporation? Can't they 


meal. 5 ss 
steal your dividend? 

Our decker sandwich combines the salty flavor of corned | “They could, honey, except that our government makes 

beef with aged cheddar cheese on thinly sliced rye bread. | Jaws to regulate every corporation and protect the people 

Spreads of mayonnaise and salad-style mustard bring out | who put money into them. Besides that, we share owners 


| have meetings where we can vote for people to direct what 

| we do. Then these directors elect officers who run the corp- 
oration, itself. In that way we have direct and active say-so 
Cream soups, delicately flavored, are good accessories to | in how our corporation is run. 

ay sandwich meals. Canned cream of mushroom soup We reached the gray stone walk which led to our front 

was our choice here, but the Cheese and Corned Beef Deck- door and as we were overwhelmed by “Laddie,” our huge 

ers are equally good with cream of asparagus, celery or sand-and-white colored collie, I heard a final, incredulous 

tomato soup. question. “Daddy, do you really own a corporation?” 


“You might say I own a part of Partly Mine Corpora- 


flavor and keep it from being a “dry” sandwich, and leaf 
lettuce adds that important crisp, green touch. 


Natural cheddar cheese, which is now available without en ; ; 2 5 
ind i , k , tion,” I answered, inserting my door key into the lock, “be- 
— 3 ao Pe oe cause I've given them money to use and in return they give 
has a sharp flavor which makes it an excellent sandwich me a certain portion of the money they make.” (By golly, I 


guess I do own part of Partly Mine.) 


So this summer put the accent on easy soup and sand- “Mummy, did you know Daddy almost owns a corpora- 
wich meals that are versatile for noontime, supper or mid- tion?” my daughter solemnly greeted the blonde woman 
coming down the carpeted 


night snack. stairs. 


“Why, honey, you have a 
very smart Father,” said the 


item. 





CHEESE AND CORNED BEEF DECKER SANDWICHES 


Sliced rye bread Sharp cheese | ; : 
DMapenasiee Pickle fans | woman with a smile for me. 
Leaf lettuce Parsley | There are a lot of smart 
Sliced corned beef ** *# men then, I thought. Most of 

us are little men, but if it 


weren't for the little men 
where would that leave big 
business? That recent report 
said there are over seven mil- 
lion share owners in the 
United States. Over seven 
million people who own parts 
of the largest organizations in our nation. No wonder a 10- 
year-old finds it a little hard to believe that somebody like 
her dad is that important .. . 


Prepared salad style mustard Cream of mushroom soup | 








“Lunch time,” came my wife's call from the kitchen. 
“Meeting adjourned, share owner.” 





For each sandwich, spread a slice of bread with mayonnaise, 
cover with lettuce and corned beef; top with a second slice of 
bread spread with mustard, then with a slice of cheese. Cover 
with the third slice of bread spread with mayonnaise, and cut 
the completed sandwich into thirds. Garnish with pickle fans 
and parsley and serve with cream of mushroom soup. 
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cording medium, and an electronic am- 
plifier was used to record and reproduce 
the human voice. 


During World War II, SoundScriber 
continued to manufacture its peacetime 
product as part of the general war effort, 
as their equipment was classified as es- 
sential. Throughout the war, however, 
SoundScriber was called upon by the 
armed services to adapt standard dictat- 
ing equipment to specialized war needs. 
Recording and transcribing units, built 
to service specifications, were supplied 
to the Army and to the Navy. 


The technical standards for dictation 
equipment which SoundScriber set in 
1940—electronically embossed sound 
grooves on plastic discs and the use of 
an electronic amplifier—were proved 
successful after withstanding the gruel- 
ing applications of the war. 


A SoundScriber dictation system, with 
the new “Tycoon” and “Lady Tycoon” 
models, consists of a recorder and a 
transcriber. The recorder may be used 
with a choice of microphones, to suit 
the individual needs; the transcriber 
with a choice of listening devices. 


As a result, a SoundScriber system 
serves many executive communication 
needs, such as telephone recording, in- 
tra and inter-office memoranda, field re- 
porting, and interview and conference 
recording. Moreover, the Tycoon’s com- 
pactness and feather-weight character- 
istics extend the use of SoundScriber as 
a dictation instrument to any place 
which can supply electric current, in an 
office, at home, on train and plane, in 
an automobile, or hotel room. 


A SoundScriber recorder actually per- 
forms two operations, recording and 
play-back. The recording operation cre- 
ates a record. This operation involves a 
microphone, a recording amplifier, a re- 
cording head with a permanent, dia- 
mondtipped stylus, and a Vinylite plas- 
tic disc, on which a micro-groove re- 
cording is made. A patented gear-drive 
system revolves a turntable at the uni- 
versally accepted speed of 3343 r.p.m., 
as the recording head embosses uniform- 
ly-spaced microgrooves. 


Advantages of Play-back 


A play-back feature is incorporated in 
both the recorder and the transcriber, 
which reverses the recording process. If 
review is necessary, the recorder auto- 
matically reproduces the last few words 


of dictation when a thumb-switch is 
pressed on a “Quick-Review” micro- 
phone. A play-back arm, plus an ampli- 
fier reproduce the grooved disc exactly 
as it was recorded. The same review or 
“back-spacing” feature is built into the 
transcriber. 

The complete playback convenience 
of the “secretary's arm” is made possible 
by separate recording and playback 
heads. Editing material already dictated 
anywhere on the disc is a saving fea- 
ture—DISCopying, or duplicating re- 
corded discs, enabling a secretary to ob- 
tain “voice copies,” without any special 
attachments, or hard-to-operate mechan- 
ical gadgets. 

A Synchro-Lite Beam Indexer on the 
“Tycoon” recorder is another Sound- 
Scriber contribution to dictation accur- 
acy. Location of specific material for 
playback is possible instantly, with an 
illuminated time scale. SoundScriber’s 
“on-the-disc” because all indexing, cor- 
rections, ends-of-letters, and insertion 
instructions, are made on the disc itself. 

The Lady Tycoon, the secretary’s in- 
strument, was styled with specific prob- 
lems of a transcribing secretary in mind. 
As a result, it is simple to operate, pre- 
cise in tonal qualities and includes at-a- 
glance “Television” indexing. This “tele- 
vision” viewing applies a principle of 
optics so that the indexed surface of the 
disc is magnified and reflected upon an 
illuminated “Television” viewer. 


The MemoMike 
MemoMike is SoundScriber’s most re- 
cent contribution to the progress of 
modern dictation. With this system of 
remote control dictation, any number of 
(continued on page 21) 


SoundScriber’s dictating machine with the 
mike nestled on the side. Band across the 
top records the minutes of dictation time 
remaining on the disk. 








New: Eherhart Fa 
Paper-Mated ” 


eraser that- 










N2 TI 


Unsurpassed for ink 
or typewriter 
erasures! Always 

a sharp erasing 
point at your finger- 
tips! Simply peel 
paper back! No 
pencil sharpener 
needed! Saves time 
...money! Get a 
stock for your 
office today! 








RE-NU 


@ ERASES SINGLE 
TYPED LETTERS 
WITHOUT BLURRING 


RE-NU 

@ WON'T ABRADE 
OR ROUGHEN 
PAPER 

RE-NU 

@ MAKES CORRECTIONS 


ON ORIGINALS 
AND CARBON 


a : 





yaLinmMadAL 21 


IL * any 4Ni HOS 

















accounting, 














simplified 
for 
the busy 


secretary 


by MARY ANN STROTHMAN, C.P.A. 


SHORT CUTS IN NUMBERS- II 


List MONTH we discussed the system of casting out nines 
for verifying mathematical calculations. That method will 
not detect errors in transposition such as posting $9.54 in- 
stead of $9.45. Such errors can be detected by the use of 
check number “11”. Check number “11” can also be used 
to prove addition, subtraction, multiplication and division. 
Addition can be proved as follows: 


Check 
Add Number 
7,326 0 
8,417 2 
9,501 8 
6,231 5 
4,658 5 
36,133—9 20—9 


Working from right to left with each number, add the al- 
ternate (odd) digits. Keep this sum in your head. Next, 
add the even digits. Subtract the latter (even) sum from 
the odd sum to obtain the check number. However, if the 
resulting difference exceeds eleven, subtract enough 11's to 
result in a remainder less than 11. If the difference is a 
negative (minus) amount, add enough 11s to result in a 
positive figure less than 11. In the number 7,326, above, 
add 6+3=—9; add 2+7=9; 9—9=0, the check number. 
In 8,417, add 7+4=11; 1+8=—9; 11—9=2, the check 


Twelve 


number. In 9,501, add 1+5=—6; 0+9=9; 6—9=3, add 
11 to obtain positive check number 8. Continue this pro- 
cedure for each number. The sum of the check numbers is 
20, from which 11 is subtracted to obtain the total check 
number 9, which agrees with the check number of 36,133. 

Subtraction, multiplication and division can be verified 
by the use of check number 11 in a manner similar to that 
described last month for casting out 9s. 

The best use of check number 11 is to detect the most 
common type of transposition error in posting, i.e., in in- 
terchanging two adjacent digits. As each entry is posted 
from Journal to Ledger, calculate the check number of the 
Ledger figure and place it in the check column of the 
Journal, opposite the figure just posted (known as reverse 
posting of check numbers). If you do not balance, calcu- 
late the check numbers of the amounts in the Journal en- 
tries and compare them with the check numbers posted 
from the Ledger. Disagreement between the check num- 
bers discloses the figures posted erroneously. Thus, if the 
amount $76,548.29 were posted as $76,458.29, check num- 
ber 4 would appear on the Journal sheet. In calculating the 
check number of $76,548.29, you would find it to be 6 and 
since this does not agree with 4, the source of error is de- 
tected. This procedure is faster than calculating both check 
numbers initially and then comparing them item by item. 
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chapters. In line with charity, the mem- 

bers assisted the Red Cross Bloodmobile 

unit by registering blood donors from 

Cape Girardeau. 
* * * 

GOLD FLAME CHAPTER (Lodi, Cal.) 
honored their mothers and other wel- 
come guests at a Mothers’ Day luncheon. 
Each mother and guest was presented 
with a gift from the secretaries in honor 
of the occasion. 

* * * 

GATEWAY CHAPTER (Laredo, Texas) 
has been signally honored. Their mem- 
ber Alta Gracia Azios was selected to 
reign as queen over the Military Ball, 
sponsored by the Cadet Club of Laredo 
Air Force Base. The Chapter will be 
hostess to the 1954 State Convention in 
either late March or early April next 
year. 





Port CHAPTER (Lake Charles, Louisiana ) 
recently celebrated annual Boss Night 
choosing A. D. Aitken, division mechan- 
ical engineer with Shell Oil Co., as “Boss 
of the Year.” Elsie Henderson, president, 
is shown presenting the cup, and at the 
left is Mrs. Dorothy Rolufs, secretary to 
Mr. Aitken. 


Mrs. Imogene Webster and Lena Al- 
tenbernd, members of the JAYHAWK 
CHAPTER (Lawrence, Kan.) were among 
the 38 careerists who talked to the stu- 
dents of the Lawrence Memorial High 
School on Career Day. Mrs. Webster 
spoke on “Making Secretarial Work 
Your Career,” Lena Altenbernd covered 
“Office Management and Office Proced- 
ure.” The speakers attended two one- 
hour sessions and spoke to about forty 
high school girls who are interested in 
making secretarial work their career. 
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QUEEN BEACH CHAPTER (Long 
Beach, Cal.) members chose Betty Ma- 
honey as their President. 

HOUSTON CHAPTER (Houston, Tex. ) 
installed President Mrs. Jean Bradshaw 
and other new officers in the Banquet 
Room of the Normandie Restaurant on 
National Secretaries Day. Their candi- 
date for the Secretary of the Year Con- 
test is Mrs. Ruth Anderson. 

* * * 


WESTPORT CHAPTER (Kansas City, 
Mo.) chose Ann Marie Schmall, Presi- 
dent to be at the helm of their chapter 
for the coming year. Mrs. Violet Inman 
was selected to represent WESTPORT 
CHAPTER in the “Secretary of the Year” 
contest at the National Convention. 

* * * 


How many of you have watched the 
“Herb Shriner Show?” It’s fun the mem- 
bers from the ST. LoUIs CHAPTER (St. 
Louis, Mo.) will tell you. They held an 
election meeting comprising a birthday 
party—the Eleventh; a Herb Shriner 
Show, causing much mirth and confu- 
sion to all but the lucky winners of the 
silver dollars awarded for correct an- 
swers; a hat making contest at which 
the girls used an array of crepepaper 
picnic plates, doilies, and pins. Sounds 
like lots of fun—but, these girls have 
their serious side too, and had Dr. Jo- 
seph D. Matarrzo, instructor in medical 
psychology, Washington University 
Medical School, speak at their final meet- 
ing of the year. Dr. Matarrzo’s subject 
was “The Effect of Anxiety on Human 
Efficiency.” 


* * * 


QUEEN BEACH CHAPTER (Long 
Beach, Cal.) held its second annual 
“Secretary for a Day” project. Members 
took into their offices graduating seniors 
who are majoring in secretarial training 
to give them first hand glimpses of real 
secretaries in action. 

* * * 


The Hollywood Roosevelt Hotel was 
the setting for a luncheon and fashion 
show sponsored jointly by the Los AN- 
GELES CHAPTER (Los Angeles, Cal.) 
and the HOLLYwooD CHAPTER (Holly- 
wood, Cal.) Following the luncheon, the 
fashion show was presented as “A Sec- 
retary's Dream,” and was staged in a 
series of “dream visions” of a pajama- 
clad secretary reclining on a luxurious 
couch. Approximately 300 NSA mem- 
bers and guests witnessed a parade of 


costumes for every occasion, from beach 
and sportswear to a surprise ending of 
designs for a trip to the altar. The clothes 
and accessories, modeled by NSA mem- 
bers from both chapters were presented 
by the following firms: clothes by Irene 
Somerset, hats by Pearl Eddy, make up 
by Aida Grey, furs by Teitelbaum, and 
shoes by Sbicca. The guests were greeted 
and welcomed by Mary Dinning, presi- 
dent of the Los ANGELES CHAPTER. 


* * * 


“His Majesty—the King” also known 
as “the Boss” was feted by several chap- 
ters during the past few months. HAw- 
THORN CHAPTER (Springfield, Mo.) 
at the annual Boss Night banquet, se- 
lected Dr. F. T. H’Doubler as their first 
“Boss of the Year.” Dr. H’Doubler was 
presented with a scroll reading: “We 
recognize your faithful service to man- 
kind and your generosity in all walks of 
life. You have lived by the five great 
guideposts of life— health, honesty, 
knowledge, courage and hard work, and 
your influence has encouraged and en- 
riched the lives of all who come in con- 
tact with you. May the rest of your life- 
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time be resplendent in the reflection of 
noble deeds and time well spent, and 
may the future bring to view a field of 
greater usefulness and greater happiness 
to you and yours.” 

* * * 


PASADENA CHAPTER (Pasadena, Cal.) 
held its fifth annual Boss Night dinner 
at the Altadena Town & Country Club; 
festivities commenced with each secre- 
tary presenting her boss with a golden 
crown, which he wore during the eve- 
ning. Master of Ceremonies for the eve- 
ning was Paul Maxey, well-known tele- 
vision, stage and screen actor. Entertain- 
ment consisted of a lively demonstration 
by a group of baton twirlers; Mrs. Kim 
Johnson, whose fascinating subject was 
“Bells of Many Lands”; a ventriloquist 
act especially arranged for the evening 
by Charlene Bernstein, and a modern 
dance exhibition presented by dancers 


from Arthur Murray’s Pasadena Studio. 
* * * 


PORT CHAPTER (Lake Charles, La.) 
recently celebrated its annual Boss 
Night, choosing A. D. Aitken, Division 
Mechanical Engineer with Shell Oil 


Company, as “Boss of the Year.” 
* * * 


CPS—At a dinner meeting of the 
Los ANGELES CHAPTER (Los Angeles, 
Cal.) Mrs. Gladys Bauer, Southwestern 
District ICC Chairman and member of 
the SANTA MONICA CHAPTER (Santa 
Monica, Cal.) presented CPS certificates 
to: Sarah Montoya, Los ANGELES CHAP- 


* * * 





Alta Gracia Azios, member of the GATE- 
WAY CHAPTER (Laredo, Texas) with her 
maids of honor Connie Alvarado and Sara 
Hart, in the parade held prior to the 
Mili:ary Ball. 
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TER, Verla Wilson and Vervyle Sumrall 
of the QUEEN BEACH CHAPTER (Long 
Beach, Cal.) , Barbara Stokes and Melva 
Bartley, who are not members of NSA. 
Mrs. Bauer, a member of the CPS In- 
stitute, gave a brief review of the prog- 
ress of CPS. Lucy Enos presented a brief 
history of NSA for the benefit of guests 
and newer members. Also participating 
in the program were: Dr. Albert C. 
Fries, School of Commerce, University 
of Southern California, also a member 
of the CPS Institute; Dr. George N. 
Thompson, well known psychiatrist; and 
Mr. Walter Griffin of the IBM Com- 
pany. 


* * * 


GOLDEN GATE CHAPTER (San Fran- 
cisco, Cal.) honored the three San Fran- 
cisco CPS winners at a luncheon at the 
Palace Hotel. Dr. M. Fred Tidwell, of 
the CPS Institute and honorary member 
of NSA, presented the certificate to 
Shirley Chamberlain. Virginia Rauch- 
fuss, president of GOLDEN GATE CHAP- 
TER and Mrs. Janet Schillhahn had been 
awarded their certificates at the Regional 
Conference held in Fresno. 

. * * 


Celebrations for National Secretaries 
Week began early in Houston with rep- 
resentatives from HOUSTON CHAPTER 
(Houston, Texas) appearing on the 
program of the Rotary Club of East 
Houston. Members of Rotary were urged 
to invite their secretaries to the lunch- 
eon. The entire program was built 
around National Secretaries Week, with 
emphasis on NSA. A TV show over 
KGUL-TV in Galveston, Texas, featured 
Mrs. Anna Adams, CPS, and Mrs. Mar- 
guerite Aldrich, CPS. 


* * * 


TV and Radio were swamped by the 
ST. LOUIS CHAPTER (St. Louis, Mo.) 
during N.S.W. Jeannette V. Brewer, 
chairman of National Secretaries Week 
for the St. Louis Chapter, wrote a radio 
skit, which was tape-recorded over the 
network of KWK, and friends and 
members of the chapter heard all about 
the type boss the “gals” liked and what 
type boss he was, together with taboos 
for secretaries. Twenty members of the 
Chapter appeared on a TV program 
sponsored by Kroger Grocery and Bak- 
ing Company entitled, “To the Ladies.” 
Eunice Beimdiek was interviewed on the 
Ross David Show, with emphasis on the 
CPS program, activities of the chapter, 








HAWTHORN CHAPTER (Springfield, Mis- 
souri) selected its first “Boss of the Year” 
at the Chapter’s annual Boss Night ban- 
quet. Louis W. Reps, Managing Director 
of the Springfield Chamber of Commerce, 
is shown above placing a golden crown 
on the head of Dr. F. T. H’Doubler. At 
left is Roberta Hughes, secretary to Dr. 
H’Doubler and charter member of Haw- 
thorn Chapter, and at right is Virginia 
Johnson, president of the Chapter. 


and “What NSA Week is all about.” 
Eunice was designated as “Miss Satur- 
day” in Bob Goddard’s column of the 
St. Louis Globe Democrat newspaper. 

NSA Week got off to a good start in 
San Diego, when the SAN DIEGO CHAP- 
TER (San Diego, Cal.) held a tea at 
Margaret Sims’ lovely home. Radio, TV. 
and newspapers all cooperated with the 
Chapter in publicizing the week. On 
May 23rd the student selected to receive 
their scholarship was feted at a lunch- 
eon. The Chapter also assisted at a fair 
held in one of the adjoining commun- 
ities over the 4th of July. 

* * * 


CAPROCK CHAPTER (Lubbock, Texas) 
held a membership tea during National 
Secretaries Week. Invitations were 
mailed to approximately 150 secretaries 
in the area. Congratulations to Lillian 
Chapman, president, and their other 
newly elected officers. 

* * * 


VALLEY OF THE SUN CHAPTER 
(Phoenix, Arizona) is very busy making 
plans for the Regional Conference this 
fall. 


* * * 


LADO DEL RIO CHAPTER (Riverside, 
Cal.) had a very successful installation 
dinner at the Mission Inn. Carolyn 
Shinkle is president for a second term. 
Congratulations to their other officers 
also. 

* * * 


The SECRETARIAN CHAPTER (San 
Bernardino, Cal.) held a Membership 
Tea to start the ball rolling for National 
Secretaries Week. 
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Mayor D. L. Flynn proclaimed May 
27 as National Secretaries Day in Med- 
ford, Oregon, and members of ROGUE 
RIVER CHAPTER held a luncheon for 
their employers’ wives and their schol- 
arship winner that day. Mrs. Kathryn 
Thomas, retiring president, and Mrs. 
Janice Erwin, incoming president, were 
heard in a 15-minute radio interview. 
During the past year this chapter has 
contributed its services to Mercy Flights, 
and the Red Cross office, has participat- 
ed in the Civil Defense program, Red 
Cross Blood Bank quotas, and served as 
hostesses at Camp White. 

* * * 


OREGON TRAIL CHAPTER (Portland, 
Ore.) had huge success during National 
Secretaries Week also. Special articles 
were published in many house organs, 
pamphlecs and newspapers; numerous 
window displays were devoted to NSA 
and several radio programs spotlighted 
the secretaries of Portland and the na- 
tion. An open house was held on May 
27. 


* * * 


In Seattle, Washington, Audrey Boyle 
of SACAJAWEA CHAPTER, who insti- 
tuted the “Come to My House” parties 
two years ago, recently hostessed a new 
version—‘Come to My Breakfast” party. 
Audrey, a recent European traveler, had 
a Paris gown and many wonderful souv- 
enirs to display. MEMO: The SALMON 
BARBEQUE on Hood’s Canal to be held 
the Friday evening of National Conven- 
tion week promises to be a delightful 
treat for those who like to cruise and 
eat good food. Cost is $5.50 including 
transportation. Salmon will be kippered, 
baked in the ground, or barbecued, and 
guests may sample all three. Sounds 
good. 

* * * 


The OLYMPIA CHAPTER (Olympia, 
Wash.) celebrated its sixth birthday 
recently, and hostessed the first annual 
meeting of the Washington State Or- 
ganization. Members from Oregon were 
also in attendance. Secretary of State 
Earl Coe welcomed the secretaries to 
the Capitol City. Caro I. Reese of Olym- 
pia, appointed president, presided at the 
meetings. New officers elected are Mrs. 
Viola Porter of Seattle, president; 
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Martha Rosamond of Spokane, secre- 
tary; and Kay Ellis of Bremerton, treas- 
urer. At the April meeting Mrs. Ruby 
Egbert, of the Washington State Library, 
presented colored pictures taken during 
her six-month trip around the world. 
Lela Jayne, a member of OLYMPIA 
CHAPTER, is director of the State’s Of- 
ficial Centennial Play, “Eliza and the 
Lumberjack,” a musical comedy. 
* * * 


With a “Springtime” theme, members 
of MELIOR VITA CHAPTER (Sioux Falls, 
S. D.) held their first Mother-Daughter 
banquet which was such a success that 
it is to be an annual affair. During Na- 
tional Secretaries Week they were suc- 
cessful in obtaining window displays in 
which local florists kept lovely bouquets 
during the week. They also participated 
in several radio interviews. 

* * * 


A one-hundred dollar scholarship was 
presented to Dorthey Barker by SIOUX 
CHAPTER (Sioux City, Iowa). Dorthey 
is a handicapped girl who obtains some 
aid under the Vocational Rehabilitation 
program but this scholarship will enable 
her to finish a secretarial course. Mary 
Smith, National Chairman of the State 
Organization Committee, was crowned 
Secretary of the Year and was presented 
with a bouquet of roses and various 
gifts. 


Five members of LARAMEE CHAPTER 
(Laramie, Wyo.) traveled to Greeley, 
Colorado, to attend GREELEY CHAPTER'S 
first Boss Night dinner. Margaret Hese- 
mann, NWVP, was one of the guest 
speakers. Bosses’ wives were entertained 
at a dessert party on National Secretaries 
Day with each guest receiving a rose 
corsage. Members made money on a 
rummage sale the end of May. 

* * * 


VICTORY CHAPTER (Waterloo, Iowa) 
hostessed the first Iowa state meeting. 
Seven of the eight Iowa chapters were 





S10ux CHAPTER, Sioux City, Iowa elected 
Mary J. Smith, National Chairman of 
State Organization Committee for its Sec- 
retary of the Year. 


Northwest Vice President Margaret Hese- 
mann installing newy elected officers of 
the Iowa State Organization—Waterloo, 
Iowa. Left to right: Beulah Miksch, Ot- 
tumwa, Treasurer; Bernice Polley, Sioux 
City, President; Jean Blough, Waterloo, 
Secretary. 


WwW 





represented. Northwest Vice President 
Margaret Hesemann brought the mem- 
bers up-to-date on National affairs and 
installed the newly elected officers: Ber- 
nice Polly of Sioux City, president; Jean 
Blough of Waterloo, secretary; and Beu- 
lah Miksch, of Ottumwa and Iowa’s first 
CPS, treasurer. 
* * * 


Betty Todd, secretary with the Brink- 
erhoff Drilling Company, was selected 
by TETON CHAPTER (Casper, Wyo.) 
as its Secretary of the Week for that 
week now famous to all of us. 

* * * 


Members and guests of EVERGREEN 
CHAPTER (Denver, Colo.) recently 
celebrated the anniversary of the found- 
ing of their chapter. Election of officers 
for the coming year was held, after 
which all enjoyed colored movies of 
Yosemite National Park. National Sec- 
retaries Week was launched by present- 
ing carnations and roses to all secretaries. 
Other special events were a luncheon 
for Bosses and Secretaries and a brunch 
on the Sunday morning following Na- 
tional Secretaries Week at which CPS 
certificates were awarded. 

* * * 


During National Secretaries Week 
nine new members were initiated into 
PIKES PEAK CHAPTER (Colorado 
Springs, Colo.) ; new officers were elect- 
ed; the Mayor of Colorado Springs is- 
sued a proclamation, stores contributed 
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window displays; and radio stations pre- 
sented interviews. 
* * * 


PIONEER CHAPTER (Fremont, Neb.) 
enjoyed a social evening at the home of 
Vice President Edith Erling following 
the election of officers in May. 


* * * 


The first Nebraska State Meeting was 
hostessed by AK-SAR-BEN CHAPTER 
(Omaha, Neb.) on Saturday, May 23. 
Newly elected officers are Esther Mulvi- 
hill of Ak-Sar-Ben Chapter, Omaha, 
President; Mary Palmer of Fremont, 
Secretary; and Ernestine Lyons of Grand 
Island, Treasurer. The chapter also cele- 
brated its Eleventh Birthday Anniver- 
sary with a Cocktail Party and Banquet 
on May 23. The party participants came 
from all the chapters in Nebraska as 
well as Council Bluffs and Des Moines 
in Iowa. The Omaha Chamber of Com- 
merce sponsored a luncheon honoring 
NSA members and all secretaries on 
May 25. President Dorathea DeVries 
was interviewed on WOW-TV and also 
on radio. New officers of the chapter 
were installed on June 9. 

* * * 


CORNHUSKER CHAPTER (Lincoln, 
Neb.) had Governor Robert B. Crosby 
as one of the guests at its Second Boss 
Night. Governor Crosby issued a State 
Proclamation setting aside National Sec- 
retaries Week; Mayor Clark Jeary of 
Lincoln proclaimed the week for the city 
of Lincoln; and businessmen gave recog- 
nition to secretaries. 

* * * 


Ten members of ROBERT LUCAS 
CHAPTER (lowa City, Iowa) are asso- 
ciated with the University of Iowa in 
various departments and offices. The Swi 
Staff Magazine included a three-page 
layout in their May-June issue devoted 
to Secretaries Week. Congratulations to 
ROBERT LUCAS CHAPTER for installing 
a chapter in Cedar Rapids, lowa—the 
first new chapter in the Northwest Dis- 
trict in many years. We are happy to 
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have secretaries from Cedar Rapids in 
the association. 
* * * 

Retiring President Joy Johnson of 
ST. PAUL CHAPTER (St. Paul, Minn.) 
was elected Secretary of the Year and 
participated in many functions during 
National Secretaries Week, including 
talks to the senior business classes of 
several high schools in St. Paul. Mem- 
bers attended a special luncheon on May 
23 and a Garden Party hostessed by the 
wife of the owner of the local news- 
paper. Window displays, excellent news- 
paper publicity, and radio and TV inter- 


views. 
. * . 


Five members of HAWKEYE CHAP- 
TER (Des Moines, Iowa) traveled to 
Omaha on May 23 to help AK-SAR-BEN 
CHAPTER celebrate one birthday any 
NSAer would be proud to admit—the 
Eleventh Anniversary of the chapter's 
founding—Hawkeye Chapter being old- 
er by a little over a month. 

National Secretaries Week in Des 
Moines was a big success. Past President 
Helen Moe started the week with a radio 
interview on Monday; Secretary of the 
Year, Frances Reichow, was interviewed 
on Tuesday, and appeared in a style 
show at Younkers on National Secre- 
taries Day, with 55 members attending 
a special luncheon during the showing; 
the same afternoon, Frances and Presi- 
dent Jeanne Henwood were interviewed 
over WOI-TV; on Thursday, Past Presi- 
dent Hilda Hart Robinson was presented 
via radio. The Mayor of Des Moines 
issued a proclamation and the Governor 
of Iowa presented a letter to the chap- 
ter commenting on the Week and the 
importance of good secretaries in the 
business world. Chairman Irene Loftus’ 
firm donated 150 printed posters which 
were placed in stores, hotels, banks, and 
theatres. Hotels and restaurants gave 
recognition on their menus, stores pro- 
vided window displays, various news 
and radio men commented on the Week 
during broadcasts. 

* * * 

Members of the chapter who attended 
the 16-week CPS brush-up course at 
Drake University were so encouraged 
by the results they plan to take the next 
CPS examination. 
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4314 Twelfth Road, South 
Arlington 4, Virginia 


First and foremost in Southeastern 
news is the announcement that NSA 
now has a chapter in San Juan, Puerto 
Rico. Formed under the capable leader- 
ship of Mrs. Rosa Cook, a member-at- 
large, SAN JUAN CHAPTER was installed 
on May 29. In the meantime, the South- 
east welcomes SAN JUAN CHAPTER on 
behalf of all NSA and extends to its 
members every wish for success and joy 


in its mew associations. 
* * * 


A highly successful “NSA Derby” 
was run on April 20 when MEMPHIS 
CHAPTER (Memphis, Tenn.) held its 
Sixth Annual Boss Night in the Cadet 
Room of the Peabody Hotel. Jockey 
caps, a horseshoe centerpiece of red 
roses, a “starters platform” and stable 
“colors” were among the many deco- 
rative features. “Winners’ ribbons” car- 
ried the names of horses, representing 
at the same time the various business 
firms whose officials were in attendance. 

* * * 

OLD DOMINION CHAPTER (Rich- 
mond, Va.) celebrated National Secre- 
taries Week with a tea, at which Honor- 
ary Chairman Mrs. John Garland Pollard 
and other outstanding secretaries of the 
Richmond area were honored guests. 
Speakers at the chapter's May meeting 
were Mrs. Pollard, who discussed the 
aspects of “Being a Good Secretary,” 
and member Jane Dunn, who reviewed 
the highlights of her recent trip to Eng- 
land. 


* * * 

A 32-hour, 15-week CPS study course, 
sponsored by SAVANNAH CHAPTER 
(Savannah, Georgia) was completed the 
latter part of May, while a Bosses’ Wives 
luncheon was the highlight of the chap- 
ters National Secretaries Week activi- 
ties. Plans are currently underway for 
the granting of a $200 Executive Sec- 
retarial Scholarship Award. 

* * * 

Helen Cantrell of LOUISVILLE CHAP- 
TER, Acting State President for Ken- 
tucky, was the secretarial profession’s 
representative when she spoke on Voca- 
tional Guidance Day to a group of 
young women at the University of 
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Louisville. During National Secretaries 
Week Radio Station WHAS featured 
Helen and Frances Marshall, President 
of FRANKFORT CHAPTER (Frankfort, 
Ky.) on its “Kentuckian Bulletin” pro- 
gram, while LOUISVILLE CHAPTER mem- 
bers Kay Hendrix, Rachel Bennett, and 
Martha Avery appeared on WAVE-TV. 
* * * 

Recognition of National Secretaries 
Week by the nation’s First Lady should 
bring pleasure not only to NSA’ers of 
the nation’s capital but as well to all 
chapters throughout the country. On 
Monday, May 25, Mrs. Dwight D. Eisen- 
hower received at the White House the 
presidents and vice presidents of CAPI- 
TAL, EXECUTIVE, and PRESIDENTIAL 
CHAPTERS (Washington, D. C.) and 
was photographed with them. Other 
events of the week included numerous 
TV and radio appearances by members 
of the three chapters and the National 


* * * 


Secretaries Day banquet, at which certifi- 
cates were presented by Mrs. Dorothy 
M. DuBay, of the CPS Institute, to the 
1952 winners in Washington: Barbara 
Neill and Mrs. Gladys Willard of CAPI- 
TAL CHAPTER; and Olinda Dormaier 
and Frankie Snider of PRESIDENTIAL 
CHAPTER. Congressman Craig Hosmer 
of California as guest speaker for the 
evening told the group about his experi- 
ences at the recent atomic-energied can- 
non tests in Nevada. 


* * * 


A champagne and country ham break- 
fast for bosses, at the Mecklinburg Ho- 
tel, was one of the obvious highlights 
of National Secretaries Week activities 
sponsored by QUEEN CHARLOTTE 
CHAPTER (Charlotte, N. C.). The chap- 
ter also joined with PIONEER CHAPTER 
(Charlotte) in sponsoring a secretaries’ 


luncheon and in obtaining radio, tele- 
* * * 





MEMPHIS CHAPTER (Memphis, Tennessee) entertained its bosses at an “NSA Derby.” 
Pictured in the group are Colonel Roane Waring, NSA legal adviser; Mrs. Alma 
Whitaker; and Marguerite Bibb, past SEVP and National Membership Chairman. 





The nation’s First Lady received NSA representatives of the three Washington, D. C. 
Chapters during National Secretaries Week. From left to right, Mrs. Margaret Hushel- 
peck, president, CAPITAL CHAPTER; Mrs. Margaret Davis, president, EXECUTIVE CHAP- 
TER; Aldyth Carrell, vice president, PRESIDENTIAL CHAPTER; Mrs. Eisenhower; Edith 
Earman, vice president, CAPITAL CHAPTER; Mrs. Margaret Alexander, president, PREsI- 
DENTIAL CHAPTER; and Lois Mear, vice president, EXECUTIVE CHAPTER. 
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vision, and newspaper coverage for the 
week's events. 
* * * 

Advanced secretarial students at the 
Alabama Polytechnic Institute, Auburn, 
Alabama, were the audience when mem- 
bers of BIRMINGHAM, ANNISTON, and 
MONTGOMERY CHAPTERS visited the 
school to participate in a panel discus- 
sion. Among the subjects covered were 
“History and Purposes of The National 
Secretaries Association,” “Chapter Ac- 
tivities,” “CPS Program,” and “A Day 
in the Life of a Secretary.” BIRMING- 
HAM CHAPTER also sponsored a radio 
program, a fashion show, and a luncheon 
for bosses during National Secretaries 
Week. =. 3% 

Members of MONUMENTAL CHAP- 
TER (Baltimore, Md.) traveled to mem- 
ber Marie Page Shepherd’s home—situ- 
ated on the Severn River, where they 
enjoyed an early summer outing. The 
May issue of “Margin Release,” chapter 
bulletin, carried an article by screen star’ 
Joan Crawford, as guest editor. 

* * * 

The Centennial Celebration of Dur- 
ham, North Carolina was substantially 
aided when members of DURHAM 
CHAPTER joined other civic organiza- 
tions in planning and executing the 
week’s activities. In addition the chapter 
had also assisted in the North Carolina 
Symphony annual membership drive and 
the American Cancer Society fund cam- 
paign in the Business Division of Dur- 
ham. * * * 

At its Boss Night in April, OSCEOLA 
CHAPTER (Clearwater, Fla.) designated 
Owen S. Albritton, Jr., as Boss of the 
Year. National Secretaries Week was 
appropriately observed with proclama- 
tions by the Governor of Florida and 
the Mayor of Clearwater, together with 
installation of new chapter officers and 
initiation of new members. 

* * * 

Constantino Brumidi, who painted the 
murals on the dome canopy and fresco 
of the nation’s capitol, was the subject 
of a talk by Mrs. Myrtle Cheney Mur- 
dock at the May meeting of PRESIDEN- 
TIAL CHAPTER (Washington, D. C.). 
Mrs. Murdock, author of a book on 
Brumidi and the wife of former Con- 
gressman John R. Murdock of Arizona, 
displayed personal Brumidi mementoes, 
including his snuff box, napkin rings, 
and pen-knife. 
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; on working year has passed, summer has rolled 
around again and the magic word “vacation” rules your 
every little thought and action. 

As a career girl, with a precious one or two weeks of 
free time at your disposal, you are most anxious to convert 
every second into a lifetime of enjoyment. A vacation in 
Kentucky, the fabulous playground of mid-America, will 
enable you to enjoy recreational facilities, not to be equalled 
anywhere: excellent food, comfortable accommodations, 
historical attractions, and scenic beauty. 

And if you prefer mountains or a vacation beside a beau- 
tiful lake—Kentucky provides both. 

Journeying to the western end of Kentucky, you will 
marvel at Kentucky Lake—with its 2,300 miles of scenic 
shoreline and gigantic Kentucky Dam, largest of all Ten- 
nessee Valley Authority dams. 

On the shores of the lake are located two of the state’s 
complete accommodation parks, Kentucky Dam Village and 
Kentucky Lake State Park. Fishing, swimming, golfing, 
boating and water sports combined with the finest in living 
accommodations make this one of the fastest growing vaca- 
tion areas in the nation. 

At Kentucky Lake State Park you may choose a room in 
the new $600,000 Kenlake Hotel. Kentucky Dam Village 
offers rooms in two comfortable lodges, where sleeping on 
the hottest nights is a pleasure. If you enjoy preparing your 
own food, there are completely furnished modern cottages 
at both parks. 

Many persons who annually return to Kentucky for their 
vacation find it difficult to choose between two outstanding 
examples of the state’s expanding park system, Cumberland 
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Falls and Natural Bridge. Enjoyable days in the sunshine, 
whether on the beach beside the famous Cumberland River 
or on the beautiful sun deck of DuPont Lodge, are yours 
at the Falls. Horseback riding, hiking and if you are the 
bold type, maybe a little fishing, can make your days more 
active if you prefer. At the Falls the famous “moonbow,” 
the only spectacle of its kind in this hemisphere, can be 
observed rising from the mist on evenings when the moon 
shines bright over the Cumberland River Valley. 

Natural Bridge State Park, located in the Red River Val- 
ley section of Kentucky, amid a remarkable grouping of 
mountain scenery, offers the utmost in recreational facili- 
ties, relaxation and fine food. The huge arch from which 
the park derives its name, is known the world over and 
ranks as one of the state’s outstanding natural attractions. 
Both parks have excellent lodge and cottage facilities. 

If you desire just a few restful, relaxing days away from 
the office, where that back-to-nature yearn becomes a reality, 
Carter Caves and Pennyrile Forest State Parks provide the 
perfect answer. Miles of scenic trails wind through the 
colorful countryside and many beautiful and different spe- 
cies of plant life can be observed. Bring along that camera 
too. Scenic pictures are yours for just the click of a shutter. 

Not only does Kentucky boast of places where you can 
spend your entire vacation but there are also spots where 
several memorable hours in the state's rich history can be 
relived. 

Perhaps the most famous of these places is My Old Ken- 
tucky Home near Bardstown, where Stephen Collins Foster 
visited and received the inspiration to write Kentucky's 
immortal song and many other famous southern melodies. 

Pioneer Memorial State Park is situated on the site of 
Fort Harrod, the first white settlement in the state. Out- 
standing examples of early Kentucky life can be found in 
the old fort and in the Mansion Museum nearby. 

Perrysville Battlefield State Park is preserved as the site 
of the bloodiest battle of the Civil War in Kentucky and 
but a short distance away stands the William Whitley 
House, first brick house west of the Allegheny Mountains, 
built in 1781. The old home contains interesting antiques 
of the period. 

Near Hodgenville, you may visit the birthplace of Abra- 
ham Lincoln. The massive memorial building here, houses 
the small Lincoln cabin which yearly attracts visitors from 
every state. 

Jefferson Davis, president of the Confederacy, was also 
born in the Blue Grass State and the second tallest monu- 
ment in the United States, erected in his honor, can be 
visited near Fairview. 

“Variety” was the word most often heard in describing 
Kentucky on a recent tour of prominent Mid-West editors. 
The young women in the group were amazed that there 
were sO many activities—places to visit, and things to see— 
there was never a dull moment. 

This variety beautiful, big lakes, cave country, moun- 
tain resorts—can all be yours on your Kentucky vacation. 
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TWO-WAY STAPLER (172) 

A more perfect pinning action is 
claimed for the Neva-Clog new two way 
stapler. This results from a revised anvil 
design in the hand stapler which allows 
the anvil to be shifted from a permanent 
to a temporary fastening position. Handle 
spring tension accurately positions the an- 
vil so that it delivers either permanent 
clinch or a temporary, pin like staple. 


610 Woop STREET 
PITTSBURGH 22, PA. 
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FOLDING TABLE (173) 
This portable, all-aluminum table built 
by Emeco Corp., Hanover, Pa., provides 
additional work space in a hurry, in an 
office or any type business. 24” wide by 
60” long, it folds to 24” by 30”, as shown 
in the inset. It weighs less than 20 pounds 
and can be easily stored or carried. Dur- 
able construction makes it possible for the 
table to be used for all types of work. 


BOOK STAND (174) 

For easy reference from one book to 
another, this product by the Dareda Com- 
pany offers an easily revolved stand that 
keeps the books at proper eye level. A 
touch of the finger revolves the stand and 
changes the books which rest on two in- 
clined desks and always remain open. 
Stand folds down to fit a space 9” square 
by 134” deep, and can be easily stored or 
carried. 





ROLLERWAY FILING UNITS (175) 
Quiet slide tops and smooth gliding 
casters highlight the features of these 
combination units made by Art Steel Sales 
Corp. There is a section for correspond- 
ence and storage and other specialized 
compartments. A desk siding may be at- 
tached to two cabinet units making a full 
desk or one cabinet may be used with a 
leg end for the desk siding. Units are 
available in correspondence and legal size. 


SHREDDING MACHINE (176) 

Confidential documents, cancelled 
checks, boxtops and other difficult-to-de- 
stroy papers are processed smoothly and 
quietly with the durable Shredmaster. A 
conveyor belt, geared and synchronized 
with the rotary shearing assembly carries 
the dustless shreds from the machine made 
by the Shredmaster Corp. All moving 
parts are enclosed, and the maker claims 
maintenance is negligible. 
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by MRs. MARGIE HORCHOW 
Associate Editor 


‘Tie HILL City CHAPTER, of Mans- 
field, Ohio, wins all of our orchids this 
month, for the biggest publicity scoop 
we have ever seen anywhere. This Chap- 
ter had a full twelve page sectional 
spread in its Mansfield News-Journal, on 
National Secretaries Day. All twelve 
pages carried pictures of the HILL CITY 
CHAPTER officers and members, clever- 
ly written secretarial stories, and many, 
many other short articles. Then there 
were ads ... ads... small ads, and 
medium ads, and full page ads, all carry- 
ing glorious salutes to secretaries. Our 
congratulations to Bess Wagner, Presi- 
dent of Hill City Chapter, to all Chapter 
officers and members, to the staff of the 
News-Journal, and especially to June 
Linson, who edited this section of the 
paper. 

Mrs. Maria Cullen, of SYRACUSE 
CHAPTER, (N. Y.) recently visited the 
White House, as an invited guest, and 
had the privilege of meeting Mrs. 
Dwight D. Eisenhower. Marjorie Beer- 
man, of the S1O0U X CHAPTER (Sioux 
City, Iowa), and her husband recently 
flew their own plane across country, and 
were guests at a White House luncheon. 


Dorothy Curtis, of the SAGINAW 
CHAPTER (Mich.) has become quite a 
TV performer. Margaret Uhl, same 
chapter, has started her own Secretarial 
Service Office, while Delphine Burzyck 
of Saginaw has been visiting Mexico. 


Dorathea Plambeck, of HAWKEYE 
CHAPTER (Des Moines, Iowa), is sure 
“crime does not pay,” but has had the 
sad experience of meeting it face to face. 
She returned to her apartment to find 
a strange man going through her dres- 
ser drawers—and he even brandished a 
knife at her as he left. 


Mrs. Edith Rambow, of FLORAL CITY 
CHAPTER (Monroe, Mich.), made the 
Maeco News (Monroe Auto Equipment 
Co.), for her participation in two 
events, as a panelist for benefit of Mon- 
roe High School students, and for at- 
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Ohio’s Governor Frank J. Lausche signs 
a proclamation acclaiming Chet Long, 
honorary member of the COLUMBUS 
CHAPTER, who was recently given national 
recognition for distinguished service in 
the field of TV journalism. Mrs. Leo Hor- 
chow, Ohio State President, watches. 


tending the Annual Convention of the 
State Club in Ann Arbor. 


Mrs. Lois H. Summers, State Treasurer 
of Pennsylvania, has also just been elect- 
ed worthy matron of Altoona Chapter 
290, Order of the Eastern Star. 


Here Comes the Bride—Loretta Scar- 
cello, SPOKANE, to Peter Niland; Maud 
Johnson, MONUMENTAL, to Roland 
Lambke; Aldyth Carrell, PRESIDENTIAL, 
to Dave Peterson; Mildred Bubee, ORE- 
GON TRAIL, to Ray Hewitt; Audrey 
Johnson, (same Chapter) to Robert 
O'Hare; Thelma Kepp, GOPHER ( Minn- 
eapolis) to Arnold Klinkt; from the 
same Chapter, Helen Bert to W. John 
Harvey, and Maureen Clark, to Clyde 
Jodell; Shirley Robinson, CON BRIO 
(Bloomington, III.) , to Ivan Berg; Lessie 
Mould, GULF-TO-BAY (St. Petersburg, 
Fla.), to Rollin Shaver; Virginia Ton- 
sor, ALTON (Ill.), to Louis Bailey. 


Future Secretaries have arrived to live 
with Adele Wilson, Marjorie Meli, Lil- 
lian Ramsey, all of LADO DEL RIO 
CHAPTER, Riverside, (Cal.); Iris Tay- 
lor, of CON BRIO, now stationed with 
her husband (Army) at Richlands, 
North Carolina. 

Future Presidents to Juanita Towers, 
LADO DEL RIO CHAPTER and Yvonne 
Brems, MUSKEGON ( Mich.) CHAPTER. 

Wishes for speedy recoveries to 
WINGs CHAPTER (Dayton, Ohio) mem- 
bers, Mildred Mayer, Lucille Wells, and 
Adelaide Tyler; Ruth O'Malley, AMAN- 
UENSES CHAPTER (Evanston, IIl.); 
Frankie Snider and Madelen Geisel, 
PRESIDENTIAL (D.C.), both having un- 
dergone surgery; and to automobile ac- 
cident NSAers Roberta Downs, of PRES- 
IDENTIAL, and Mrs. Evelyn Schroeder 
of ROGUE RIVER CHAPTER (Medford, 
Oregon). 





The Office 
Memory Giant 


(continued from page 11) 





SoundScriber’s transcribing machine with 
attached hearing device already plugged 
in. Used disc is played back and directly 
recorded by the secretary. 


dictators, located in various offices, can 
pick up a telephone or microphone and 
dictate to a distant central recorder, 
monitored by a secretary. This system is 
recommended especially for companies 
having a number of light-load dictators 
whose need for a dictating service does 
not warrant full time use of a regular 
machine. The MemoMike system is in- 
stalled as a private or party line arrange- 
ment. Since no index strips are used 
with the SoundScriber system, this part 
of the monitoring job is eliminated, and 
all the secretary has to do is change discs. 


One SoundScriber fan is Lord Beaver- 
brook, publisher of the famous London 
Daily Express. The Express is one of the 
world’s greatest newspapers, with more 
than 4,400,000 in circulation daily. 
When the 75-year old “Beaver” is away 
from his desk, supervision of his pub- 
lishing empire comes from the discs he 
sends back to his London office. 


Editors who receive them say the 
“Beaver” seldom mentions his own name. 
He doesn’t have to. His familiar voice, 
with its American-sounding, only slight- 
ly-British accent is known to all within 
the vast Beaverbrook chain-of-command. 
When the “Beaver” speaks out of his 
SoundScriber, action develops, as they 
say, “just as though the Old Man were 
at his desk upstairs!” 

Dictating machines inspire confidence 
in those who consistently use them... 
both executives and transcribing secre- 
taries, as the above example proves. 
Next month we'll tell you about two 
more types of dictating machines in 
“The Office Memory Giant.” 
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University of Detroit, NSA Chapter 
Sponsor Secretarial Seminar 





Pictured from left to right are committee 
chairmen as they met to discuss plans for 
the Secretarial Workshop: Edna Brown, 
Betty Shalles, Catherine Norris, Mr. Mel- 
vin Wright, University of Detroit; Mar- 
garet Cameron, Geneva Daniel, Mr. Wil- 
liam G. Savage, University of Detroit. 






































by EDNA B. BRowN, President 
Detroit Transcript Chapter of 
The Naiional Secretaries Association 
and 


Dr. WILLIAM G. SAVAGE 
College of Commerce and Finance 
University of Detroit 


How do you make a workshop work? That is the ques- 
tion! We feel that from experience we can give you a few 
of the answers. 

The staff members of the Secretarial Science Department 
of the University of Detroit met with members of the Edu- 
cation Committee of the Detroit Chapter of NSA in Oc- 
tober, 1952, to discuss educational projects for the members 
of the group. The enthusiasm engendered at this meeting 
was so great that it was unanimously decided to extend 
any proposed educational projects for the most part not 
only to members of NSA but to all working secretaries and 
to those persons specifically interested in the job of the 
secretary. The die that was cast at this first meeting culmi- 
nated in Detroit's first professional workshop for secretaries. 

After many committee meetings, the day of the work- 
shop arrived. At 8:00 A.M. on February 21, the campus of 
the University of Detroit was flooded with a stream of 
approximately 400 eager, but not-too-wide-awake secretaries 
and business teachers from the Detroit metropolitan area. 
These persons had sacrified their Saturday morning sleep— 
and shopping—to participate in the first annual one-day 
secretarial workshop sponsored by the University of De- 
troit in cooperation with the Transcript Chapter. 

As last minute registrations were being taken and the 
beautiful rose corsages which were furnished by Silver Of- 
fice Supply of Detroit were presented, the secretaries en- 
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joyed hot coffee and doughnuts through the courtesy of the 
Underwood Typewriter Company. 

The theme of the workshop was, Improving Secretarial 
Efficiency on the Job. Student-secretaries: 

HEARD the latest in the secretarial field and discussed 
professional trends and techniques for secretaries; 

TOOK PART in discussions and problems confronting 
secretaries; 

SAW exhibits of the most up-to-date office equipment 
and supplies. 


A COLLEGE PRESIDENT’S VIEWPOINT 


The Reverend Celestin J. Steiner, S.J., President of the 
University of Detroit, was the introductory speaker for the 
workshop. From his own personal experience and from con- 
tacts with business and professional people, he wondered 
if outside of the presidents, there were any persons in the 
operational setup of a community, state, or a nation who 
are more important in the very real sense of the word than 
secretaries. “The secretary upon whom the top officials in 
business or professions depend—the secretaries who not 
only execute but often initiate the business that goes 
through the business or educational institution—the secre- 
taries who possess qualities that are finest in our whole 
American culture.” 


INTRODUCTORY ADDRESS 


Madeline Strony, Educational Director, Gregg Publish- 
ing Division, McGraw-Hill Book Company, referred to 
the secretaries as the greatest non-mechanical wonders of 
the twentieth century. Her wit and humor added much to 
the helpful hints she gave us as she cautioned about secre- 
tarial mannerisms in the business office. She pointed out 
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The contributions business and industry make to Buffalo were 
discussed by this panel of secretaries, left to right: L. Barry 
Kraus, secretary to Bryant Glenny, president of the Buffalo 
Savings Bank; Doris Peterson, secretary to the president, Bar- 
calo Manufacturing Company; Dolores M. Lang, secretary- 
treasurer of Johnson’s Charts, Inc.; Sally Ziccardi, office man- 
ager of the Buffalo Chamber of Commerce; Doris Abraham- 
son, secretary to R. S. Brookman Associates; Wanda Baker, 
manager of the Buffalo Service Office of the Northern Insur- 
ance Co. of New York; and Mildred Ruth, secretary to Sidney 
B. Pfeiffer, attorney. Rita E. O’Brien, executive secretary of 
United Florists of Western New York, Inc., acted as moderator. 


the correct way to use a telephone, the carelessness and lack 
of enthusiasm on the job, negligence in following up on 
details, tendency toward sarcasm when we think we know 
the business, and over-confidence. 


Mrs. Strony concluded her remarks with this interesting 
recipe for handling irate customers, “One cupful of listen- 
ing when the customer speaks; measure words carefully. 
Add about a spoonful of understanding. Sift together to get 
smooth batter for reply. Use generous amounts of patience; 
cook on front burners. Keep temperature low and do not 
boil. Add a pinch of warm personality afid clear unhurried 
speech. In case of need, a dash of humor to taste. Serve in 
individual molds.” 


THE CERTIFIED PROFESSIONAL SECRETARY 


Miss Catherine Norris, Chairman of the National Edu- 
cation Committee, NSA, formed a panel of Detroit's new- 
est certified secretaries. Miss Norris explained how the CPS 
Institute was organized and conducted a question and an- 
swer session from the group. Each CPS panel member 
brought out her own experiences in preparing for and tak- 
ing the CPS examination, and the session was climaxed 
when the group of panel members told what their own 
respective employers thought of the CPS program and how 
they had been recognized for having become a CPS. The 
interest from this sectional meeting brought many inquiries 
by mail and by telephone for weeks following the work- 
shop. 


IMPROVING BUSINESS CORRESPONDENCE 


Professor Lyda McHenry of Wayne University lectured 
on various phases of business communications and illus- 
trated her lecture remarks by the use of a Vu-Graph and 
colored slides. Professor McHenry maintains that if we 
abide by the seven C’s of letter writing we should be able 
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to complete a perfect letter for then we will have clearness, 
conciseness, consideration, completeness, concreteness, cor- 
rectness, and courtesy in our letters. She advanced such 
thought-provoking statements as these: The more physical 
senses we appeal to in our writing, the more conrete we 
will be. Write as we speak (but not literally) is today’s 
trend in business communications. A sentence that exceeds 
18 words will be difficult for most to read easily. Tell good 
news at once. Use natural language. Brevity is excellent, but 
only when it saves the reader's time as well as the writer's. 
Some people build walls; others build bridges. Let’s have 
our letters build bridges. 


THE SECRETARY AND BUSINESS LAW 


“Where does the secretary turn to find information about 
business law?” This was the opening approach of Mr. 
Walter Kumpf who is Associate Editor of South-Western 
Publishing Company. Mr. Kumpf pointed out that the text- 
book does not usually give a secretary the legal informa- 
tion she needs in connection with her work. He stressed 
the various phases involved in the preparation of business 
contracts and also high-lighted some of the prime factors 
in the interpretation of the validity of a business contract, 
such as, parol evidence rule, parties, amounts, corrections or 
erasures, type of style, printed forms, contract varieties, law 
of offer and acceptance, and the Statute of Limitation. Rel- 
ative to the Statute of Limitation Mr. Kumpf stated that 
this differs in the various states. He emphasized the fact 
that whether or not a contract is carried out, the papers 
should be kept for the whole period of the Statute of Lim- 
itation; thereafter, the party could not be called even if 
there were something owing. 


WORKING IN LATER YEARS 


The secretaries who had heard Dr. Wilma Donahue, 
Chairman of the Institute for Human Adjustment, Univer- 
sity of Michigan, at our University of Michigan workshop, 
again had the opportunity to enjoy her portrayal of what 
happens to us in later years and how we can adjust to grow- 
ing old and do it gracefully. Dr. Donahue—and we are sure 
that she practices what she preaches—is an example of the 
results obtained by increasing your skills and interests for 
your activities in later years. Above all, take preventive 
steps to insure good health in later years; plan for financial 
security; give serious consideration to a living arrangement 
for older years; do things to help maintain emotional secur- 
ity; keep in contact with friends; find useful or delightful 
things to do—cultivate a hobby that can be continued 
through life. 


In the afternoon meeting Mrs. Strony again held every- 
one’s undivided attention as she discussed the dictation 
problems of the secretary. She covered such topics as how 
tast should a secretary take dictation; should someone else 
be able to read your own shorthand notes. It was interesting 
to learn that Mrs. Strony writes her notes in shorthand 
while she is traveling and then sends them back to her sec- 
retary to be transcribed. She also writes personal letters in 
shorthand and forwards them without being transcribed. 
Each girl at the workshop seemed to gasp with the thought 
of what would happen were they to attempt to do the same 
thing. She stressed that the only true way of mastering 

(continued on next page) 
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How to make a 


Workshop Work 


(continued from previous page) 


speed was through learning the system of shorthand thor- 
oughly. In her own case she varies from the Simplified to 
the Anniversary and even to older styles, whatever the oc- 
casion may demand. A few helpful points that were brought 
out and thoroughly absorbed by her audience were: (1) 
Always take the most dictation in the most ideal situation 
—posture is important; (2) Turn up the left-hand corners 
of the notebook pages, thus making it readily accessible to 
flip the page; (3) Date the notebook pages at the bottom 
of the page in preference to the first line; thus, making it 
possible to flip back the pages without removing the rubber 
band that holds your completed notes in place; (4) Using 
a rubber band on the index finger and thumb is useful in 
keeping up with rapid dictators; (5) When dictators are 
prone to make many changes during the course of dictation 
merely use one side of the divided page of your notebook, 
keeping the other side for the corrections. 


Mrs. Strony concluded by urging all not to stay away 
from future workshop meetings because you think you have 
heard everything. Two good reasons advanced for going to 
future meetings were: (1) to confirm things you have been 
doing; (2) to pick up new ideas and thus go away with a 
feeling of satisfaction. 


The final afternoon meeting of the workshop was devoted 
to a panel discussion given over to the topic “What the 
Secretary Thinks of the Boss” and “What the Boss Thinks 
of the Secretary.” The members of the panel were from 
the secretarial profession and from top management of 
business and they told the audience the feeling of both 
sides on the opinion of mode of dress, age of secretary, 
office manners, use of the telephone, letter forms, gripes, 
planning the day’s work, relief periods, and the need for 
better human relations in the business office. Mr. Lyon of 
Leadership Training, Inc., of Detroit, stated that things are 
always worked out in the business office in an air of friend- 
ship. To establish this atmosphere the following rules were 
suggested: (1) do your best to become genuinely interest- 
ed in others; (2) smile; (3) remember that a man’s name is 
to him the sweetest thing in the English language; (4) ask 
questions instead of giving orders; (5) be a good listener; 
(6) know how to make the other person feel important 
by listening sincerely. 

And so, at 4:30 P.M. the first annual U. of D.-NSA 
Workshop came to a close. The audience who had been so 
attentive and who had not evidenced one moment of bore- 
dom came forward to make many favorable comments to 
the committee members and participants of the workshop, 
and we had a warm, glowing feeling of satisfaction within 
us as we realized that all of the hard work and the effort 
put forth to make this day a reality was certainly well 
worthwhile. It was surprising that the first successful at- 
tempt at an open workshop in our large city had given us 
little difficulty at all in the plans and preparation. For those 
of you who wish to plan a workshop in your area we wish 
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Workshop luncheon table in the foreground from left to 
right seated are: Ida Grenier, NSA; Dr. Wilma Donahue, Uni- 
versity of Michigan; Madeline Strony, Gregg Publishing Divi- 
sion; Lyda Sutton, Wayne University and High School of 
Commerce, Detroit; Geneva Daniel, Business Institute, Detroit; 
(standing from left to right) Edna Brown, President, NSA, 
Detroit Transcript Chapter; Catherine Norris, Chairman, Edu- 
cation Committee, NSA 


to assure you that it can be done and perhaps when you 
decide to hold one, the following list of helpful hints may 
aid you. 

(1) Start about six months ahead of the date of the work- 
shop with your plans so that speakers may be obtained 
without too much difficulty. Most good speakers are booked 
that far in advance and it is helpful to contact them early. 


(2) Plan as much good newspaper, radio, and TV pub- 
licity as possible; this will not only be helpful to you for 
the purpose of the workshop, but it will be helpful in build- 
ing up the membership of NSA. 


(3) Set up committees immediately and give each com- 
mittee member a job to do. Follow-up is a must. 


(4) Make luncheon accommodations available at a con- 
venient location. 


(5) Do not plan any program during the luncheon 
period as this delays the rest of the program. 


(6) Plan your meetings in rooms that are large enough 
to accommodate the anticipated group and make sure that 
the acoustics are good and the ventilation is adequate. 


(7) If possible include senior classes of high schools in- 
terested in the secretarial profession and devote at least one 
session with them. This was not done at our workshop, but 
it is a very worthwhile suggestion that was made to us. 


(8) Call on office supply and equipment houses in your 
city to participate in the exhibits and furnish them space 
without charge if possible. This makes for good public rela- 
tions and should prove mutually beneficial. 


(9) Keep your costs as low as possible in order to keep 
the registration fee low. 


(10) Do not draw out your program; keep things mov- 
ing along rapidly. 

(11) Provide some means for evaluating the effective- 
ness of your program. 

(12) Follow up your workshop with a big word of 
thanks to all who helped. 


(13) Publicize the after results as a guide to other 
groups. Remember good things are the common property 
of all and should be shared. 
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Underwood Salutes 
the Secretaries 
of America! 


All eyes are on them during 
the National Secretaries Association Convention 


Seattle, Washington, July 15-18 


Whatever the job an 
Underwood helps her 


Beat the Champ! do it hhaseer... tester! 


In response to many requests, Underwood will 
again feature its “Beat the Champ” Contest at 
the Convention. Underwood leads again! 

Leads in all the basic features that encour- 
age speed, accuracy and ease of typing! 
Leads in bringing you the Most Advanced 
Electric Typewriter ever built! 








If you are on hand, be sure to pit your skill in a 
handicap speed race against Mr. Chester Soucek, 
former World’s Amateur Typing Champion. Win 
one of many attractive prizes. 





Get a demonstration from your local Under- 
wood representative...and see for yourself! 


Underwood Corporation 


Mr. Chester Soucek, for- Typewriters . . . Adding Machines ... 
mer World’s Amateur Typ- Asceustinn Wndiints 


ing Champion, and his Carbon Paper . . . Ribbons 
new Underwood Electric 
T : One Park Avenue New York 16, N. Y. 
ypewriter. i 
Underwood Limited Toronto 1, Canada 


Sales and Service Everywhere 
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Underwood Lhetérre. Typewriter ...made by the Typewriter Leader of the World 





WE LIKE 


TOO! 


especially for correspondence... 9 
ase EMOOR TH ce: 


HARMONIZING the color of inked ribbons with the ™ 
colors printed on letterheads and other correspond- 
ence is FRESH, NEW and EXCITING! The reasons why 
so many firms are changing to color ribbons are end- 
less—easier to read, attractive, modern, streamlined, 
better company name identification. All this is made 
possible ONLY because Panama-Beaver has devel- 
oped 16 brilliantly COLOR-STYLED LUSTRA inked rib- 
bons that will give your correspondence a distinctive 
dressed-up appearance you never imagined could be 
possible. There is no reason for waiting to change to 
COLOR; the LUSTRA inked ribbons are PERFECTED, 
sharp, clear, clean, long-wearing...LUSTRA is the 
FASTEST SELLING inked ribbon in the world today! 


fo ra fornesronoener OF TOMORROW, CHANGE 
/ustna 


to 8 // COLOR INKED RIBBONS TODAY! 


\ a 
\S \ another Panama-Beaver first 


La 

no guessing game either... 

In a matter of seconds your Panama-Beaver Man can 

demonstrate exactly how to COLOR HARMONIZE 

your correspondence with LUSTRA color inked rib- 
s. bons. Our demonstration gives everyone in your firm 
the full impact of LUSTRA color-harmony without 

wasted time or trouble. Ask for a demonstration from 

your Panama-Beaver Man today! This deserves your 

immediate attention! 
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INKED RIBBONS 
CARBON PAPERS * UNIMASTERS * DUPLICATING SUPPLIES 
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